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Duration

Course Duration S HAWAI ey

This course will take approximately 1 hour.

You can complqgé-'iig‘ all today or by sections
as needed. ‘

It's really up to you!

You can take the training how
it best fits in your schedule.

Select ‘Next’ to continue.

This course will take approximately one hour.
You can complete it all today or by sections.
|l tds really up to you.

You can take the training how it best fits in your schedule.
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Avoid Distraction

‘!
Avoid
Distractions

It is recommended that you avoid distractions
during training.

You should close all other applications

including your email while taking the
course.

Silence your cell phone.

Select ‘Next' to continue.

It is recommended that you avoid distractions during training.

You should close all other applications including your email while taking
the course.

Silence your cell phone.
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Table of Contents
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Time and Leave — Hourly Employee

Course Objectives | Key Terminology | Tour the Timesheets
Enter Time | Understand Approvals

Need Help?

Mahalo for your kokua! The above topics are covered in this course.

SELECT ‘NEXT’ TO CONTINUE.

fCourse Objectives
Key Terminology

{ Tour the Timesheets
Y Enter Time
fUnderstand Approvals
fNeed Help?
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Course Objectives

Course Objectives
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After completing this course, you will understand how to:

=  Find additional help and get support with HIP Time and Leave

= Navigate to the Timesheet and understand its components as an Hourly Employee
= Enter Time on the Timesheet

= Edit Time on Timesheets after Submission

= Submit Timesheets for approval

Select ‘Next’ to continue.

After completing this course, you will understand how to:

1 Fina additional help and get support with HIP Time and Leave

1 Navigate to the Timesheet and understand its components as an Hourly

Employee
9 Enter Time on the Timesheet
9 Edit Time on Timesheets after Submission

1 Submit Timesheets for approval
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NEED HELP?
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Hawaii Information Portal Service Center

If you need assistance using the Hawaii Information Portal for Time
and Leave:

See complete instructions available at: https://ags.hawaii.gov/hip/time-and-leave/.

For further assistance, contact your local timekeeper. To assist you with locating your local
timekeeper, a listing is provided at:https://ags.hawaii.gov/hip/get-time-and-leave-help/.

Consult applicable Collective Bargaining Agreements for detailed rules for union members.

Select ‘Next’ to continue.
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If you need assistance using the Hawaii Information Portal for Tine and Leave:

See complete instructio ns available at: https://ags.hawaii.go v/hip/time -and-leave/.

For further assistance, contact your local timekeeper. To assist you with locatingy our local
timekeeper, a listing is provided at:  https://ags.hawai i.gov/hip/get -time -and -leave-help/ .

Consult applicable Collective Bargaining Agreements for detailed rules for union members.
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KEY TERMINOLOGY

Key Terminology

You will now review the key
terminology for Time and
Leave

Select “Next’ to continue.

You will now review the key terminology for Time and Leav e
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Key Terminology

Time Reporting Code
(TRC)

Definition:

These codes are used to identify the type of time worked. For example,
one TRCis "NIGHT - Night Shift". There are codes in HIP for each type of
time that you may be eligible to earn pay for.

Select ‘Next’ to continue.

Time Reporting Code (TRC)

Definition:

These codes are used to identify the type of time worked. For example, one TRC
is "NIGHT - Night Shift". There are codes in HIP for each type of time that you
may be eligible to earn pay for.
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Key Terminology

Timesheet Exception

Definition:

A timesheet entry that requires further review after submitting time, for
example, overtime entered that was not pre-approved by your
supervisor

Select ‘Next’ to continue.

Timesheet Exception

Definition:
A timesheet entry that requires further review after submitting time, for example,
overtime entered that was not pre-approved by your supervisor

August 13, 2021 version 2 Page 9



ol HAWA[rrrmscer

Course 100i ESS Hourly Time Entry

Key Terminology

Positive Time Reporter

Definition:

A time reporter who is required to enter all hours worked in order to be
paid for their time. No hours are auto-populated on their timesheet. A
positive time reporter can be an hourly, casual, or 89-day hire, for
example.

Select ‘Next’ to continue.

Positive Time Reporter

Definition:

A time reporter who is required to enter all hours worked in order to be paid for
their time. No hours are auto-populated on their timesheet. A positive time
reporter can be an hourly, casual, or 89-day hire, for example.
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Key Terminology

Hourly (Punch) Time Entry

Definition:

When entering time, employees who use this method enter specific "In
and "Out" times for the workday.

Select ‘Next’ to continue.

Hourly (Punch) Time Entry

Definition:
When entering time, employees who use this method enter specific "In" and
"Out" times for the workday.
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Key Terminology

Payable Time

Definition:
Time that has been validated by HIP and does not have any outstanding
exceptions that prevent the time from being approved by a supervisor. Payable

Time is ready to be approved by the employee’s supervisor. Once approved,
Payable Time is ready for payroll processing on the next available pay cycle.

Select ‘Next’ to continue.
Payable Time

Defi nition:

Time that has been validated by HIP and does not have any outsta nding

exceptions that prevent the time  from being approved by a supervisor.

Payable Timeisreadyt o be approved by the empl oyeeAs
approved, Payable Time is ready for payroll processing on the next available

pay cycle.
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Key Terminology

Time Administration

Definition:

Time Administration are automated system processes in HIP that run
nightly and apply the system rules for processing the time entered.

Select ‘Next’ to continue.

Time Administration

Definition:
Time Administration are automated system processes in HIP that run nightly and
apply the system rules for processing the time entered
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TOUR THE TIMESHEET

Tour the Timesheets QHAWA’ e

Lesson Scenario

In this lesson, you will learn how to do the
following:

Hourly employees will navigate to the Enter Time
tile page and discover the fields on the timesheet
and how they are used.

Important: All time that you work must be entered
timely into HIP and submitted for supervisor
approval. It must be submitted no later than the end
of each pay period -- the 1st through the 15th of
every month and the 16th through the end of the
month.

Select ‘Next’ to continue.

In this lesson, you will learn how to do the following:

Hourly employees will navigate to the Enter Time tile page and discover the
fields on the timesheet and how they are used.

Important: All time that you work must be entered timely into HIP and submitted
for supervisor approval. It must be submitted no later than the end of each pay

period -- the 1st through the 15th of every month and the 16th through the end of
the month.
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¥ Employee Self-Service

Beneticiary Designaton Tax Withhalding W2'W.2e Consent

W | ®

Personal Dotalis Classic Home

Last Pay Date 05/20/2021

Direct Deposit

f question

Click the ‘Time’ tile.

The tiles display on the Employee Self-
Service page.

Navigate to the Punch timesheet to
learn its components.

The tiles display on the Employee Self-Service page.
Navigate to the Punch timesheet to learn its components.

Clickthe 6 Ti rmie. 6
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< Cmployee Sell-Service

Enter Time
0516721 - 0531

Overtime Requests
E‘?"

Weekly Time Summary

Repon Time

@ Reporied 000

Jlod 8300

©

Comp Time

0.00

Balance Hours

Navigating to the timesheet first takes you to the Time page. The Enter Time tile
is where you will enter your time and displays both Reported and Scheduled
hours based on your assigned work schedule and hours you entered.

If you need to make necessary changes, you can either go back into the Enter
Time for the current pay period to make adjustments after timesheet submission.

Select ‘Next’ to continue

Navigating to the timesheet first takes you to the Time page. The Enter Time tile
is where you will enter your time and displays both Reported and Scheduled
hours based on your assigned work schedule and hours you entered.

If you need to make necessary changes, you can either go back into the Enter
Time for the current pay period to make adjustments after timesheet submission.
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< Cmployee Self-Service

Overtime Requests
\‘
E‘; )

Weekly Time Summary Comp Time

—r Click the ‘Enter Time' tile
ré to open the timesheet.

Clickthe 6 En t e r tiléltd apendhe timesheet.
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Punch Time

Job Title inveshgator V

y 16 May - 31 May 2021 )
Hi Semi Monthly
Scheduled 88.00 | Reported 0.00

Clear Save for Later ‘ Submit I

Day Summary In Lunch In Out Time Reporting Code ~ Quantity  Time Detais  Comments

1 6 Sunday . - 9

Mgy  ReDIEd000/Schedsd OFF +
1 7 Monday
= ——— o) v '
May Reparted +
Once you click on the Enter Time tile, the Punch Time page will appear and the
18 —— timesheet displays. +
May Reooned
The Semi Monthly timesheet displays for all punch time reporters. The Semi
19 Monthly time period will display the weeks of time to be reported.
T +
May  Repored .
! Select ‘Next’ to continue
20 —— . ¥ r +

Once you click on the Enter Time tile, the Punch Time page will appear and the
timesheet displays.

The Semi Monthly timesheet displays for all punch time reporters. The Semi
Monthly time period will display the weeks of time to be reported.
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Punch Time

Job Title inveshgator V

] 16 May - 31 May 2021 )
Hi Semi Monthly
Scheduled 88.00 | Reported 0.00

Clear Save for Later ‘ Submit I

Day Summary In Lunch In Out Time Reporting Code ~ Quantity  Time Detais  Comments

1 6 Sunday . - 9

l:’l +
Moy  Repared 0 00/Scheduied OFF
1 7 Monday
_——— 1?‘1 v ' +
May Reparted 0 00 /Scheduled 8 0C
From the Punch Time page, you can view previous timesheets or edit existing timesheets. You
| can click the Previous Date or Next Date arrows to move between pay periods and report the
time.
Select ‘Next’ to continue.
\
20 Thursday
= ® v ’ +

From the Punch Time page, you can view previous timesheets or edit existing
timesheets. You can click the Previous Date or Next Date arrows to move
between pay periods and report the time.

August 13, 2021 version 2 Page 19



ELHAVAI2,

Course 100i ESS Hourly Time Entry

The timesheet displays the Header and Details section at the top of the
timesheet.

The Header section is for information only. It displays the employee job title, pay
period begin, end date, Scheduled and Reported hours for the time period.
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